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JEMURANDUM FUR: Director of Treining
FROM i Chief, Finence Division
SUBJECT ¢ Finance Tralning for Administrative Type Personnel

1, It bes recently come to our attention that dissatisfaction
bes been ssed with the results of "training® afforded simdnis~
trative stants who bendle stetion funds end sccounts, In view
of the imieat.im of rerewsl of emphasis en training for sdmdndstrative
szeistants who will bandle finence maticrs at suell (Class B) Ststions,
it appesrs appropriste thet consideration be given to providing for-
velized courzes of inmstrugtion for such persemmel.,

2. The facilities of Finance Ddvision heve, in the past, Leen
rade svalleble te edmindstrestive~tyre perscrmel who sre in process of
sselipnment to positions vhere they will assume responsibility for
station funde and secounts, in order that spuch persons may heave the
sdvantage of aclual co~the~job Lype experience related to thelr proposed
vesponaibllilties. This sction wvas taken in response to regquests of
operating elevants for ssaistance in providing specific coversge for
edrdnistrative sssistents who will handle stetion funds, Class ©
finsnclal records and reports,

3, It ls now becoming increasingly svident that the need Tor
special and directed sttention to the training for adeinistrative
enployess who erc to sssume responsibllity for station fumnds and accounte
ie such thet formal training prograss should be developed to mect their
rneeds, Buch programs, should be spegifically dealgned to provide a
desirahle degrez of competence in financial and budgetery aeffalrz in
those individuais who are to be charged with responsitility for station
funds, secounis and financial reports et Class B Stations,

4e In line with the sbove, it is recommended that the Office of
Traindng develop a tralning program for employees who sre to be assigned
to positiong in Class B Statl ens vhere they will assume responsibility
for funds, financlal records, and reports and that such progran be made
¢ pre-requlalie to the assignment of all personnel to such positions.
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5. We shall be gled
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to daffer such rmgastimf ¢ othervlse

ssgist in the development of the pogrsa by meking avellahle
focilitiass and materials of Finance Division to the sxtent deaired.
In this commmction, however, we feal that the program should be

corducted by the Offiece of Tral

by Finanee IMvielon.
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